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How to complete an Exposure
Adjustment Report for a Self-Insured
Member (Leader Flow)

1 Navigate to https://www.wcra.biz/

2 Click "Portal Login"

https://wcra.biz
https://www.wcra.biz/
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3 Enter your email address and password, then click "Send Authentication".

4 Enter the authentication code sent to you via email, then click "Login".
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5 From the home screen, click "Policy Data Reporting" then "Exposure Adjustment".

6 Use the filters to find the member you want to report for. When you have your
filters set, click "Filter" to see the results.



4

7 You can reassign a report to another user by clicking the "Reassign" link.

Note: Reassignment is only allowed for the designated Exposure Adjustment
contact
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8 Use the dropdown in the reassignment pop-up to select the user to assign to, then
click "Assign Task" to complete the reassignment. If the user is not in the list, Go to
User Management in the header to invite a new user.
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9 Click "Start Report" to begin reporting.
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10 To use multiple reporting units, select "Yes" to the question "Would you like to use
Reporting Units to report your payroll Data?"

Note: Some members are required to report using reporting units, but all
members can use them. Reporting units can make reporting easier, eliminating
the need to consolidate data before uploading it.
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11 After clicking "Add Reporting Unit" you will see an Add Reporting Unit pop-up box.
You can also assign a registered contact by clicking the down arrow in the
Assigned To box. If an Assigned To contact is not selected, the system will default
to the same Assigned To contact on the member level report.
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12 Click "Save" to close the Add Reporting Unit pop-up window.
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13 To add additional reporting units, click the Add Reporting Unit button. You can
also edit or delete reporting units as needed.

14 All reporting units must complete their individual report before the aggregate
company reports are submitted to the WCRA. Click "Save & Exit" to return to the
list screen.
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15 From the list screen, use the expand arrow to view the reporting units.

Note: For detailed instructions on how to submit for a reporting unit, see How to
complete an Exposure Adjustment Report for a Self-insured Member
(Reporting Unit)

https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/


12

16 Once a Reporting Unit has completed their submissions, the report can be
downloaded by clicking "Download Report".

If corrections are needed, the Reporting Unit can be reopened by clicking the
"Reopen" link.

17 Once all Reporting Units have completed their submissions, click "Resume" to
start reviewing the data.
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18 Next, click "Get Started".

Note: If additional reporting units need to be added, they can be added from this
screen.



14

19 When reviewing the data in any of the sections, you can use the drop down to
filter the data by reporting unit, or the consolidate member data. Use the search
to view data for an individual class code.

20 Review the data then click "Continue" to proceed to the next section.
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21 IMPORTANT: Any changes to the data need to be made at the reporting unit level.

22 IMPORTANT: To make changes to the data, click "Save & Exit" to return to the list
screen. Re-open the reporting unit and resubmit with the correct data.

23 After all Payroll Reporting data has been reviewed, click "Continue" from the
summary screen to proceed to Payroll Reconciliation.
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24 Review the payroll reconciliation data, then click "Continue" to proceed to the
Supporting Documents.
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25 Review the supporting documents, then click "Continue" to proceed to
Organizational Change.



18

26 Review the organizational changes submitted by the reporting units. If additional
information regarding organizational changes is needed, click the toggle, then
add the information in the comments box. Then click "Continue" to proceed to the
review.
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27 Review the general comments submitted by the reporting units. If additional
general comments are needed, add the information in the Comment box. Then
click "Continue" to proceed to the summary.

28 You can download the report from the summary screen by clicking the "Download
Report" link.
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29 IMPORTANT: Any changes to the data must be made at the reporting unit level.

To make changes to the data, click "Save & Exit" at the bottom of the screen to
return to the list screen. The re-open the reporting unit and resubmit with the
correct data.

30 After all data has been reviewed and you are ready to finalize the report, click the
checkbox to acknowledge the data being provided is accurate and complete.
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31 Then click "Submit" to finalize your report.

32 When the report is successfully submitted you will see a pop-up confirmation.
Click "Continue" to return to the list screen.
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33 After the member level report has processed and the status is submitted, you can
click "Download Report" to download the member level report or the reporting
unit report.

34 Occasionally, the WCRA requests revisions from it's members. When revisions are
requested members are notified via email and the report is listed in the portal
with a status of Revisions Requested.

To begin, click "Start Revision".
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35 On the instructions screen, read the "Reviewer comments" for what revisions are
being requested.

If the revisions are only requesting clarifications or comments, and no data
changes are needed, click "Get Started".

If the revisions require a change to a reporting unit's submitted data, click "Save &
Exit" to return to the list screen. Skip to slide 38
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36 Click on the Review step. The requested information will be shown under
"Reviewer comments". Use the Comment box to provide your answer.

After you have added your response, click "Continue".

37 On the Report Summary screen, scroll down to the bottom to able to view your
response. Otherwise you can either select "Change Responses" or "Back to
Comments" to edit your response.

Once it looks ok, click "Submit" to finalize the revised submission. At this point,
you are done.



25

38 If there needs to be a data modification from the original submission, you will
need to reopen the appropriate Reporting Unit. To do this, click the "Reopen" link
next to the Reporting Unit you need to modify.
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39 Then click the "Resume" button and proceed through the submission process to
make the corrections.

For detailed instructions on submitting data for a Reporting Unit, see How to
complete an Exposure Adjustment Report for a Self-insured Member
(Reporting Unit)

40 After the reporting unit has completed their revision, click "Start Revision" to
complete the member level report.

https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/
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41 Review the summary report, then click "Submit" to finalize the revision.

You can also download the report using the "Download Report" link at the top of
the screen.

Use the "Change Responses" link to return to the section to review or correct data.

IMPORTANT: To make changes to the data for a reporting unit, click "Save & Exit"
at the bottom of the screen to return to the list screen. Re-open the reporting unit
and resubmit with the correct data.



28

42 When the report has been successfully submitted you will see a pop-up
confirmation. Click "Continue" to return to the list screen.


